
APPENDIX C 
Guidelines for Establishing an Advisory Committee 

Assess the Need for 
an Advisory 
Committee 

Prepare to Establish a 
Committee 

Obtain Authorization 
to Establish 
Committee 

Conduct First Meeting of 
Advisory Committee 

Prepare for the First 
Advisory Committee 

Meeting 

Select and Appoint 
Advisory Committee 

Members 

Prepare written statements 

Rationale for having advisory 
committee 

Procedures to follow to 
organize the committee 

Statement of Purpose of Proposed 
Committee. (Statement may be in 

the form of a charter) 

Program Representatives and 
Administrators meet to discuss 
strategy in forming an advisory 
committee and to establish a 

selection committee to develop 
purposes and procedures 

Follow organizational procedure(s) 
to formally appoint the members 

A selection committee member to 
contact nominee to discuss 

willingness to serve on committee 

Prepare and submit Letter of 
Appointment to administration for 

approval 

Prepare Agenda 

Room & Refreshment 
arrangements 

Assemble supplies for members’ to 
use at meetings pens, paper, etc. 

Name Cards 

Make copies of the following for 
distribution at the meetings. List of 

committee members, agenda, 
advisory committee charter, 

organizational procedures, and 
other pertinent information 

Seek advice from 
School Administrator 

Seek advice from other teachers 

Seek advice from community 

Determine history, status and 
attitudes towards Advisory 

Committees 

Determine what other 
educational advisory committees 
exist in the school or community 

Submit Request of Authorization 
to Organize an Advisory 
Committee to school or 

governing board 

Board to approve resolution 
to organize a committee 
upon recommendation 

Include written Statements 
of Rationale, Purpose and 

Organizational Procedures 

Send Official Letter of 
Appointment to 

committee members 

Send Official News 
Release to media 

Establish procedure to 
develop rules and 

regulations for operation of 
the committee 

Organize the information to 
enable the committee to 

suggest activities for the year 

Confirm meeting date with 
members


